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Goals Tor
this
course:

Book more gigs
Reduce your stress

Be
more P'°d"ctive

Get organized

Eliminate Procrastination

||I



Solution-based
Approach

Tools to help

create new

habits

The power of
information to 44
guide change

Orgonizational Tools



Solution-based
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What are your goals?

BOOK MORE BE MURE WRITE MORE
GIGS URGANIZED MATERIAL

4 4 4



Set SMART Goals.
S pecific

M easurable

A ction Oriented

R ealistic %

T ime Bound






Simple Planning

(et Dura Vobue




"If you do not know your )

destination, you might . )
wind up somewhere else" -

-Yogi Berra .



hours a
day??

Do you ‘
write 2-3 5’ \J»
a B



* Your first hour of
work can set the

aXa tone for your

g entire day



Reeping
organized
is one Rey

to
success




= ! CATEGORIZE
YOUR
LIFE




Priority
Matrix



EISENHOWER MATRIX

URGENT = DO
IMPORTANT = SCHEDULE

NOT IMPORTANT =
DELEGATE

NOT IMPORTANT/NOT
URGENT = ELIMINATE




Create
a timeline
for each task
and stick
to it.




Breakdown
goa|s into
achievable
tasks.




Plan to get ’I
one main
thing done O

each day



L

"I'm sorry. No, | can't.

o

Learn to say
IINOII




Learn File
Management




Build
Templates




Limit
Distractions

That'a 5 hours a week, 250 hours a
year!



28% 2/%  1Bnus

each day spent on of office workers feel on average per week

DISTRACTIONS DISORGANIZED CHECKING EMAIL



Focus

The average person
switches tasks






Pomodoro Technique

ONE POMODORO CYCLE

25min 25 min 25 min 25 min
5 min 5 min 5 min 15 min

work . break



How do
you start
your day?




Starting your day
with email, starts it

AN being reactionary

5 , Don't start
| —  with Email



Don't start
with the

news...
N\
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l Sta rt | didn't know whether

marriage was right

for me. "Till death do
eaCh dag you part?" | can

barely make it to

by writing
a joke %?

Z



a AR ‘ What you eat hag a
/ direct effect on how
productive you are.

glycemic carbs



A breakfast of eggs,

bananag, yogurt or
blueberries...




4

Write Everything Down
and put it in one place



Like your ingpirations,
ideas, your jokes

3



